Best Practice: Know Your Variant Settings

SAVE SELECTION VARIANT SETTINGS

To save your selection variant settings, open the transaction. Select the ‘Get Variant’ icon.

Select the ‘Execute’ icon | on the Find Variant window.
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The variants you have saved display. Select a variant by double clicking on a line.
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The saved selections display.
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Select the ‘Print screen’ key on your keyboard.

V= Microsoft OFfice Word 2007

Open a blank Word document

Select ‘Ctrl C’ to copy the screen print.

Select ‘Ctrl V' to paste the screen print into the Word document. This will capture your saved

settings.
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Note that some settings may not be obvious and you may need to display them before printing
the screen.

A dynamic selection will show up as a number next to the dynamic selection icon.
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Click on the dynamic selection icon to display the selections.
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A multiple selection or exclusion displays as a green bar on any multiple selection icon. Click on
it to display.

Be sure to check all the tabs for other range selections or exclusions.
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SAVE CUSTOM LAYOUT SETTINGS

To save your local layouts, open and run the transaction were the variant is saved. Once you

execute the report, it will bring you to the layout screen. Select the ‘Change layout’ icon.
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A ‘Change Layout’ pop-up box displays. The ‘Displayed Columns’ contains your saved local
layout settings, including column display, sort order and filter selections.
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Select the ‘Print screen’ key on your keyboard.
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Open a blank Word document

Select ‘Ctrl C’ to copy the screen print.

Select ‘Ctrl V' to paste the screen print into the Word document. This will capture your saved
settings.
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Document2 - Microsoft Word
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For additional columns, use the scroll bar to move down to copy and paste any remaining
columns.
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Repeat the above actions for additional data selections such as sort order, sub-totals and data
filters.



